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Designed to assist present and future vocational and 
technical educators in the establishment and use of advisory ' 
committees, the paper clarifies the functions of different typ^s of 
advisory committees in vocational -technical education, identifier 
areas in which' advisory committees may give guidance, discusses the^ 
formation of advisory committees, outlines procedures for conducting 
productive meetings,^- and identifies ways to reward committee members. 
The most frequently used advisory committees in yocational-technical 
education programs are the general advisory committee and the craft 
advisory; the joint apprenticeship gommittee is used less frequently. 
Some areas in which advisory committees may assist include: student^ 
recruitment, selection, . and placement ; program of instruction; public 
relations; and:' teacher assistance. Procedures covered include: 
selection and appointment of members, length oJ^ service, orientation 
of members, duties" of the chairperson and secretary, meeting agenda, 
minutes of meetings, advisory committee recommeiidations, and member 
recognition. A sample -advisory committee handbook and agenda and 
several copies of letters are appended. (EA) \ 
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' ADVISORY COMMITTEES IN VOCATIONAIr-TECHNICAL PROGR^ 
\ . IHTRODtlCTION 

Advisory committees in vocational-technical education may be defined 
as: a group of persons from the community that advise vocational-techniral 
educators in matters regarding their educational programs. These 
committees are formally organized and its members voluntarily serve for 
a specif i6 period of time. The members of vocational-technical advispiy 
committees have no legislative or administrative authority. Advisory 
committees give guidance and direction to educators so they may maintain 
programs relevant to the needs of the community. 

Advisory committees in piiblicly supported vocational' and technical 
programs have been used for many years. Most of thejtate departments 
strongly stress the use of advisory committees in maintaining; relevant 
and effective progx-ams. Thirty-seven states have stipulated the formation 
of advisory committees as a condition for receiving funds for reimbursable 
programs. The earliest proponents of vocational-technical education 
recognized that if administrators and teachers attempted to set up 
programs without advise from employers, employees, and leaders from the 
community, then these programs would not meet the local manpower needs. 
They also recognized that these employers, employees and leaders from 
the community would feel disassociated from these programs. The pioneers 
of vocational-technical education understood that (for the sake of their 
graduates) the involvement of potential employers was needed to maintain 
" the relevance of the programs and to let their programs be known. 
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Despite the importance that some vocational-technical educators have 
placed on the use of advisory committees and the benefits that may be 
derived from their proper use, research indicates that a laxge portion 
of 'vocational-technical education teachers and administrators continue 
to ^ian/ staff, equip, operate, evaluate and update their programs with 
none or at best, a limited input from advisory committees. In fact, in 

few states the use of^^isory committees in vocatio^nal-technical 
education programs are required by law. The reasons for-not using 
advisory committees in vocational-technical progarams are varied. Some 
educators do not recognize the total value of having these committees. 
Other educators lack the time and expertise to communicateTwith advisory, 
committees. Another good number of educators do not have the ability to 
organize and properly utilize the advisory committees. And yet still 
ofthers are not familiar with the role and ftmction of advisory committees. 

The need to evaluate vocational-technical programs, based on the 
benefits obtained by its gradxxates and society, will tend to grow with 
the advancement of vocational-technical education funds and the need 
for innovation in vocational-technical education programs are on the 
rise.. The number and level' of skills needed in some trades have 
increased as industry's sophistication in its ope3?ations has increased. 
The need for time, on the part of the teacher, to help a more diversified 
student-body with a yide variety of problems increases daily. These \ 
reasons and many others will force teachers to establish and wisely 
utilize advisory committees to accommodate new demands. 

As a cgntribution to those present and future vocational and 
technical educators who need to establish advisory committees, to those 

6 ■■ 
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vho want to, form advisory coimnittees, and to those who may benefit from 
the use of advisory committees, this paper should help: .1) to clarify 
the functions of different types of advisory committees used in vocational- 
technical education programs; 2) to identify areas in which advisory . 
committees may give guidance and direction; 3) in the fo^tion of advisory 
committees; k) in conducting productive advisory committee meetings; and 
5) to identify ways to reward advisory committee members. 

TYPES AND PDNCTIONS OF ADVISORY COMMITTEES 
•- - Three types of advisory committees are Used in vocational-technical 
education programs: the General Advisory Committee, the Craft Advisory 
committee, and the Joint Apprenticeship Committee. The General and the 
craft Advisory Committees are the most frequently used committees. 

rpvip af>Tifiral Advisory Committer 

This committee advises the top administrators (presidents, vice- 
; presidents, deans, superintendents, assistant superintendents, directors, 
assistant directors, principals, assistant principals, etc.) of vocational 
technical programs in the direction, requirements, types of programs . 
- needed in the community, and the priorities that each of these programs 
should have. All vocational-technical schools should have one general 
advisory committee. 

The Craft Advisory Committee ^> . 

This committee is also referred to as the "Trade, Occupational or 
Departmental-advisory committee. It^ advises the person or persons in 
charge' of that specific trade or department (departoent chairperson. 
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; instructors, etc.) on loatters regarding: 1) training needs and placement 
; opportomities in the community; 2) curriculum content and mininium stan- 
: dards;. 3) safety rules .ajid regulations in the trade; k) equipment and 

supply standards; 5) related information required in the trade; 6) 
. types of production work ajid. projects to be used in the shops for training 
purposes; 7) publicity* and public relation practices; 8) student and 
faculty recruiting standards; and 9) counseling and guidance of students. 
All vocational-technical schools should have as many 'craft advisory 
committees as the nxjuber of trades offered in that school. 
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The Joint Apprenticeship Committee 

This committee is the least frequently used committee of the three 
types of advisory committees employed in assistiiig vocational-technical 
educators. This committee is usually organiztuu by the Bureau of . . 
Apprenticeship and Training, United States Departiiient of Labor. When 
this committee serves as a ;|pint apprenticeship committee its members / 
receive pay and the functions of the committee is in charge of; 1 ) 
administering apprenticeship programs; 2) supervising apprentices in 
job situations; 3) developing sxiitable standards in the trade, which 
the apprentices must obtain during the training program; k) selecting 
•proper schools where the apprentice may obtain the related instruction 
required by the trade; 5) setting minimum qualifications for entering 
the apprenticeship program; 6) reviewing application and selecting 
apprentices; 7) preparing apprentices V agreements and supervising the 
apprentice to insxire that the agreement is ^followed; and 8)/ registering 
those completing the apprentices' program with the United States Bureau 
of Apprenticeship and Training. 

8 . ■ . / . ■ ■ 
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When the joint* apprenticeship committee serves in an advisory capacity 
to a vocational-technical program, its main function is to help the person 
or persons in charge of that particular trade or department in determining: 
1) the related instruction to be taught; 2) the instructional materials 
to-be used; 3) prospective instructors; k) latest changes in industry 
that should be incorpbi^ted in the school set up to maintain relevant 
programs. 

It shoiad be noted that when an -ivisory committee (general, craft, ^ i 

or joint apprenticeship) provides the consultation, . advise and support 1 . 

• • . ' ■ i 

for a program being initiated, the committee may be referred to as the ; 

steering committee. • ; 

Aims IK WELCH ADVISORY COMMITTEES MJLY ASSIST, GIVE GUIDANCE / 

AND DIRECTION TO V0CATI0NAL-TiX3HNICAl EDUCATORS . ; 

Although the functions of advisory committees sometimes extend beyond \ 
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advisement (erg. testifying in public hearings), it is the duty of 
vocational educators to assure that advisory committee members do not 
take upon .themselves responsibilities which are not theirs. The following 
paragraphs list areas in which advisory committees may assist vocational 
technical educators. 

General Advisoiy Committee • 

This committee may not only help\ vocational-technical educators in 
matters immediately related to their sc^hool, but also .to improve vocaUonal 
technical education in general.. Some ateas in which a general advisory 
committee's e;xpertise may be utilized is in: I) assembling, appraising, . 

and disseminating facts which clarify educational needs and increase 

• ....... ' I 

public understanding; 2) stimulating an increased sense of responsibility 
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for supporting vocational- technical programs; 3) providing means to inform 
the community about* vocational-technical programs; crystalizing opinions 
and obtaixxing unity of action which is essential for impTOvlng vocational- 
technical programs; 5) acting as a semi-official in e3q)3ressing^ school and 
program thoughts and opinions in the community; 6) serving as a pressure 
group to e3q)edite actions and obtain services needed by the vocational- 
technical program; 7) communicating with different community groups and 
other vocationalrtechnical programs and institutions in and out of that 
community; 8) lobbying for vocational- technical programs; 9) gaining 
supp|Ort for proposed legislation among the comimmity, especially among 

powerful interest groups; 10) appraising trends ^d forecasting future 

\ • 

community needs; 11 ) .carrying out occupational surveys; 12) obtaining 
donations of money, equipment and supplLee; 13) raising scholarships; 
li^.) placing students; and 1$) helping 
wages. 



dministrators determine instructors 



Craft Advisory Committee . * 

Although some of the tasks of this advisory committee have already 
been outlined, the expertise of this committee can also be used in the 
following ' foiir major areas: 

Student Recru:!^tmentj,^ Selection and Placement . In^this first area the 
craft advisory .committee may ^assist in: :1 ) recruiting students through 
visits\and speeches at\ feeder schools, youth clubs, civic clubs,* and 
other organizsations; 2) screening students who are applying for admission 
to the program; 3) developing aptitude criteria for the selection of 
students; U). arranging cooperative work e3q)eriences with industry and 
business for students; 5) locating part-time work experience^ during 
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summer vacation for the students; 6) finding positions for program J» 

! 

graduates;. 7) providing scholarships and other financial aid for students 
in need and,' for those stud^iiis who excell in the program; 8) locating^ 
schools for outstanding students who wish to continue their education 
and training; and 9) reporting and • maintaining graduate employment and 
advancement records. 

Program of Instraction . ' In this second area the- craft advisory committee 
may assist in: i) revising curriculum content (at least once a year); 
2) axranging and re-arranging co'urs^ content to reach different levels 
of students; 3) adjusting curriculuii to serve small as well as large 
companies in the commuiiity; k) asses^eing program effectiveness; S) 
surveying local industrial manpower rieeds; 6) ol)taining support for needed 
changes in the shop ojr program; 7)\ selecting and breaking in new teachers; 
8) interpreting laws ' tlriat affect tl^e program; collecting fuiida for 
subsidizing teachers salaries in ca^es where school funds are ^nadequate 
to obtain a competent instructor; 10| obtaining needed school jequipment 
and Lpplies on lo£|n, as' gifts, or at special priofes; 11) eva]^uating 
physical conditions, adequacy of equipment and layout of the iaboratory 
or shop; 12) establis^hing and maintaining a library of visual: aids, 
magazines, and books concerning indust^; 1 3/ establishing staiidards of 
proficiency to be met by students completing the program successfully; 
M^) selecting production jobs and projecis to be used' in the training 
program; 1$) locating and obtaining sample kits of raw materials, 
finished products, production processes, cMrts^and posters, etc., for ^ 
. exhibit and instructional. purposes in the classrboms .and shops; 16) 
selecting books^ to be used in . the program; l\) arming and re-arranging 

1 
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of ' equipment and maohinery to better utilize flop?, space, and to make the ^ 
shop safer and more conducive to learning; 18) conducting safety check-ups 
in the shop; 19) helping to select of serving/'as speakers for classes and. 
meetings; and 20 ) arranging field trips to industry for students, counselors 
administrators, and tea<phers. 

Public Relations , In this third area the committee may assist vocational 
education in: 1) bringing programs to the community; 2) relating programs 
to unions, labor and employers; 3) providing news stories concerning the 
program to magazines published for. specific industry groups; k) attenoing 
meetings in sui)port of ^vocational-technical education yhich may be called 
by local and Qftate school officials, boards and legislative groups; S) 
obtaining labor and management support for vocational education; 6; 
participating and bring visitors for career days ,^.^pen houses, and other 
school activities; 7) arranging and participating in news media releases; 
8) exercising influence on policy makers at the school and community level 
to improve the quality of the program; 9) providing means to advertise 
programs 'in local communities; 10) presenting programs to the public 
through radio and television broadcastings; and 11) promoting programs 
within the compahy among co-workers and their families by posting 
information on bulletin boards, putting news stories in company ^^ulletms 

and inserting enclosures in pay envelopes andTnew emplWe© packets. . 

• ' '■ ' ... ' . . ' • • . 

Teacher Assistance , In this fourth area the committee may .assist by: 
1) helping the instructor in new areas or areas in which the instructor 
does not :^eel competent; 2) helping the instructor in interpreting and 
implementing safety in the school shop; 3) interpreting laws affecting 
the trade; k) arranging summer and/or part-time employment for teachers 



for up-dating job skills; S) collecting >tnds and arranging substitute 

teachers so the instructor may attend regional an^n national meetings of 

industry and teacher's organizations; 6),^rrajiging for substitute or 

resource instructors frem industry to asU'st the regular teacher; ?) 

helpiiig in-ffervice training of 'the ' teacher; 8) serving as judges in 

youth organization' contests; 9) helping to organize youth contests; 

10) helping iin the preparation and' reviewing of budget requests for 

laboratory shop, equipment and^ Supply; and 11 ) helping establish teacher 

/.■..• 
qualification, requirement^. . ' • ' 

HOW AKD Wm TO POHM AN ADVISORY COMMTTEB 

Ideally all vocational advisory committees should be in operation 
before the vocational or technical programs ate established. The general 
advisory committee, which, advises the top administrators in a Vocational 
technical school or program, should be foim^d before the main administrator 
is selected. In fact, the general advisory committee should have some 
input in the selection of the main administrato'r. Once the top administrator 
is.^ appointed, the general advisory committee should help the administrator 
to select other administrators needed, and to determine what programs 
should be offered.' As soon as the programs to be offered -are determined, 
the main administrator should fom a craft advisory committee for every 
program or trade that the school will be offering. Each craft committee 
should be involved in the selection o^the instructor(s) for the prograin, 
the selection of equipment and supplies, '^d the axratjgement of physical 

facilities. ■ ^ 

In reality,- in most of the vocational-technical schools^ or programs, _ 
*- when the instructors are hired, there is a general advisory. committee 



there are no craft advisory^^ootoattees formed, tlierefore., the instructor 
or person in cluir-se of the progTaiap has to start the appropriate craft 
advisory comarLttee . The remaining paragraphs, of this paper will dea3. 
vdth the procedures on forming ^d maintaining vocational-technical 
advisory committees. ' , 

Selection of Vocational-Technical Advisory ComTnittee Members 

The vocational advisory ^committee member ahoald be chosen according 
to the purposes of the/ committee being formed. In general, these members 
should have: ^1 ) competence in the si)ecific area he is advising; 2) the 
respect and confidence of niu peerc and commuidty; 3) have interest in . 
vocational-teclmical education; h) have adequate time to s.erve on the . • 
committees; S) have .a. strong sense of responsibility and civic mindedness; 
a£d 6) have some influencial po'wer (political, etc.) in the community. 

General Advisory Committee Members . Since it is designed to serve a 
total school or .program, the general advisory committee should have 
member;^ >ho represent broad major interests in the oo)jmiunity. This 
means leaders from business, industrial management, and an equal niimber 
froi.c organized 1 tbor. Members from organized groups that are concerned 
with' the public aspects of vocational-technical education should alfo 
be included, Thede community ^leaders should be Qhlit^ to interpret the 
effects of federal, state, and regional pol^^iies and trends on local 
programs, and from the interpretation, new /programs should be derived 
and o^isolete^'programs should be curtailed, 

Cra?ft Mviso:n^Committee_Members. These members should "be craftsmen 
who .are successfully working in their /trade,, arid craJCtsment who have 
been promoted to front line supervision positions. 
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'Steps to Seciixe Vocational Advisory Committee Members 

In the process of inviting people to serve on vocational advisory . 
committees, we will find that, 'Some prospective members are not interested 
or are unable to serve on a committee « When there is a lack of interest " 
among some prospective members to s6rve on advisory committees, they tend 
to lower the morale of other prospective members by spreading the word • 
around. It is even possible to create a chain reaction that could make 
it impossible to get anyone to serve onV these committees. To avoid this 
possible- problem, the following steps are suggested to secure advisory 
committee members: 1) make a list of all possible businesses, industries, 
and organized groups within yotu? employment community; 2) from this list 
make a second list with the prospective members to serve on joux committee; 
. 3) bring the' list of ^prospective members to your supervisor an* ask her/ 
him to. delete all those prospective members names that she/he thinks, 
for whatever reason, should be excluded from serving on the committee. 
This must be done, since the. success o. the adviso3?y committee will 
depend on the' faith, emp&thy, and confidence that your supervisor has 
on the committee members. This in- turn will dictate the amount of 
V cooperation that you will" receive from your supervisor to implement the 
suggestions ^iven by the committee; U) approach each remaining prospective 
member's supervisor and ask for 'her/his opinion in cooperating with her/ 
his subordinate if invited to serve on your committee. Eliminate those 

prospective members who do not have the endorsement of their supervisors. 

• - ■ • . - ' . . • . 

If your prospective member' s . supervisor does not approve, it^is likely / 

that she/he will not cooperate, and without her/his cooperation, even ' 

the job of yoxxr prospective member may be jeopardized; 5) approach those 

pro8i)ective members that remain qn your list and ask them in a discreet 

•i ... 
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manner if they would be willing to serve' on your conmiittee. Eliminate 
those prospective members who have a negative or undecided position; 
6) from those members remaining, select eight to twelve if you are 
forming a craft commttee,' and twelve to twenty if you are forming a 
general advisoiy committee. In selecting these members, you should 
make sure that they represent a cro^s section, of organizations, 
geographical areas, age, social groups, and employers in the community. 
Keep in ?iiind that the most aggressive 'and ambitious candidates do not 
always malce the best advisory committee, members.; 7) make a personal 
visit to each of the selected members and verbally invite them to 
serve on' your committee. Find out possible days and times convenient 
to hold the first meeting. Also announce that she/he will be receiving 
a letter of invitation ('Appendix -A); 8) once you have the' verbal approval^ 
fxom each member you wish to serve o:g your committee, send a letter of 
invitation to each. These letters should be signed by the highest 
administrator in your school. 

Official Appoiniiment of Committee Members 

As each invited committee member positively answers the letter of 
invitatibn, a letter of appointment (Appendix B) signed by the highest 
-possible administrator or chairperson of the school board should be 
sent to the prospective member. This procedure will insure prestige 
to the committee, clarify the seirvice of authority in the school, and 
serve to set the stage, for an harmoneous relationship. «. ' / 



Length of Service 

The suggested length of appointment for advisory committee members 
y±B three years. These appointments should be staggered so every year ' 



one-third of the coBnnittee would be replaced; this procedure will ensure 
continuity in the work perfoimance of the committee. 

When forming a new committee, one- third of the members shotid be 
appointed for one year, another one- third for two years, and the remaining 
one- third for three years. Thereafter, each appointment should be for 
three yeajrs . 

Once a committee member has been appointed she/he should serve the 
full term of appointment. Asking a committee member to resign tends to 
lower the morale of the committee. Sometimes, a committee member. does 
not fulfill the expected obligations; when this occurs it is suggested 
that the reasons for the lack of commitment be' investigated and the 
-proper corrections made. Vftien the lack of commitment persists and the 
morale of the total committee begins to deterio3?ate the following 
measure is suggested. The chairperson and the. secretary shotad get. 
together and del;ib;erately" arrange in -fche agenda items which will require 
the formation of ad hoc committees in which the uncommitted member will 
be required to participate. Most of the uncommitted members will 
voluntarily resi^ rather than work on these ad hpc committees. 

Members whose term is expiring may be reappointed for a new term. 
Although this is an accepted practice, it shoiild not. be abused. Imposed ^ 
reappointments tend to deteriorate the work drive of the committee. It 
should be kept in mind that the quality, prestige and success of an 
advisory commit-|ee will be related to the size of the pool from which 
the members were selected. 

Orientation of Advisory Committee Members ./^ ■ 

■All new. members should be contacted prior to the first meeting. All 
new members should be orientid for the task through a letter, telephone 
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call, or a personal visit. Each new member should receive an advisory 
coimnittee ' handbook (Apprendix C) which should contain the following 
items: 1) historical review of the school; 2) philosophy of the school 
and each vocational prograjn; 3) advisory^ committees functions and 
concerns; I4.) duties of the advisory committee chairperson, secretary, 
and other members; 5).l3''test accomplishment! of each advisory committee; 
and 6) roster of each advisory committee. 
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33uties of the. Advisory Committee Members ^ 
As stated previously the main objective of vocational-Vechnlcal 
advisory comtoittees is to advise vocational-technical educators in matters 
regarding to t!^.e school. All committee member^ must keep information 
discussed in the ^meeting conf idential and avoid criticism of school 
facilities, administration, faculty or staff. 

Duties and Functions of 'the Chairperson . - 

The dtities of the advisory committee chairperson are: I) preside 
over all meetings of the committee; 2) minimize meeting formality to 
produce a relaxed atmosphere .conducive to productivity; 3) make meetings 
sociable and rewarding to each committee member; U) plan the meeting 
agenda togetlier with the person(s) receiving the committee^ s advise; , 
5) sign all meeting announcements, notices, aad other information that 
are sent to committee members, school adminitstrators, and others that 
must be informed of committee activities. All materials sent out by 
the committee should be sent on official. school stationary;- 6) help 
the secretary eliminate unnecessairy information from the minutes as 
well as to add pertinent information being left out. This activity 
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'^hould be carried out immediately after the advisory committee meeting is 
adjourned. - 

Who Should- Serve as the Committe^e Chairperson? 

The most appropriate person to serve as the committee chairperson 
would be a layperson from tl\e community. This will help to confirm that 
the school is interested in Itetter serving the community. Another reason 
why a layperson should serve |s a chairperson is that the school 
administrators will "be more s;ppathetic to accept recommendations that v,^ 
had been signed by a layperson than by one of their subordinates. 

Since the chairperson is extremely important to the success of each 
meeting, it is necessary for,J her/him to possess the following characteiv 
istics: 1) be sincere,, confident, and enthusiastic in order to arouse 
interest in others; 2) be a good listener and be able to comprehend all. 
other committee members; 3) he fair and courteous fo all committee members; 
k) be patient with those committee members that have difficulty in 
expressing themselves; S) be /goal oriented and able to keep the meeting 
along the set objectives; and' 6) be^abie to encourage all committee 
members to participate. j 

The chairperson should, avoid: 1 ) being the final autliority on al: 
subjects; 2) bearing pressure on the group to agree with personal viewi 
3) talking over the heads of the committee .'members ; ^1+)- mannerisms ; and 
5) being despotic with the group. 

Duties and Functions of the Secretary 

The .duties and functions ' of "an advisory committee secretary are vast 

and vital to the committee's success, and require time and dedication. 

\ 
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Among, .these duties and functions are the following, 1 ) "Preparation and 
mailing of announcements, minutes, and other information to committee 
members and school administrators. These materials should never be 
mailed unless they are accurate and neat in appearance. They should 
be typed and free from grammatical, punctuationV-and typing errors. 
In those cases when the person in charge of the secretarial work does 
not possess these skills, engaged the school secretary to inake corrections 
and type. 2) Announce meetings. Prompt announcements and feedback 
follbwixig a meeting is very important. 3) Organize and disseminate . 
minutes. Immediately after the meeting, the secretary and chairperson 
should get together to organize and detail the materials into a meaningful 
whole, h) Explain the prograjn(s). This requires an understanding of the 
problems and objectives of the program and their relative priority. 
5) Motivate appropriate school administrators, faoiAty or staff needed 
to implement committee ^Recommendations or to ptepare necessary background 
materials. 6) Be alert ,. immaginative, -and sensitive to the view points 
and, suggestions of others. 7) Be willing to do whatevea: is necessary to 
make the committee a -success. 

Who Sljould Serve as the Committee Secretary? 

Ti^e secretary's job requires a person who is tactful, patient,, hard- 
workingl professional, willing to adjust to committee needs, axii has the 
time, to make the cocpaittee a success. Therefore, the most qualifiei^ 
person to\ serve in this position is a person from the schopl being advised. 
In the casB of a genei'al advisory c5mmittee, the school person(s)' 
(assisted by the school's secretary) will serve as the committee.' s' 

secretary. . In the case of a craft advisory committe'e, the in§itractor or 

person in charge of the program is the best suited. 
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Strategy for Selecting- the Chairperson and the Secretary > 

. Both the chairperson and the secretary of an advisory committee can be 
elected or nominated. For motivation purposes, the election system is 
recommended. Strategically we want to elect a layperson for . chairperson 
and a person from the school for secretary. The following procedure is 
suggested to insure success in this strategy. Vflien the need for electing 
a chairperson and a secretary arises, it is important that the duties and 
functions of each is described fully. Once this, is accomplished the 
nomination for secretary can be opened. Since the secretary's job requires 
a lot of time and/work,. it is likely that the person from the school will 
be nominated. If tbe person in charge of the school program is not nominated, 
she/he should come forward and put^ her/his name in for nomination. Once 

the secretary is successfully elected, a layperson can be elected chairperson 
• without much problem. 

Elections for chairperson and secretary should be held annually. >Once 

the -person in charge of the program has served as' secretary for one year, 

her/his annual renominat Ion can be assured. 

ADVISORY ..COMMITTEE MEETINGS 
Productive advisory committee nieetings are the result of careful planning 
and expert guidance aimed at getting results. The committee chairperson's 
aim is to make the meeting as effective as possible in reaching Joint decisions 
and solutions. The interplay of knowledge, experience, opinions, and ideas . 
is one of the outstanding characteristics of .a good meeting. 

Who Should Attend the Meeting • . 

The appointed committee members and the school personCs) being advised 
should attend the committee meetings. On different occasions, other persons 
may be invited, e.g. if no one from the committee has enough expertise in an 

... "-Si 
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area being discussed, one or more consultants may be brought to the meeting. 
It is possible that other teacher^ may need to attend a meeting for some 
specific' reason. School officials are invited to the first meeting of the 
year to welcome committee members, and to other meetings when an issue that 
needs the top administrator's support will be discussed. In programs where 
more than one instructor is employed, although one would be involved in the 
committee as the secretary, the other instructors may sit in the meeting. 

First Meeting of the Year 

The chairperson or acting chairperson should open the meeting by 
introducing herself /himself , then have each member do the same and to tell 
something about the work she/he does. The chairperson should discuss the 
school philosophy, the functions of the advisory committee, and the' importance 
of cooperation between industry and the school. The first meeting provides 
an opportunity for the top ' school administrator or board chairperson to • 
"welcome the committee, to thank members for their cooperation, and' to express 
his views on the functions of the commit^tee. Elections should be conducted . 
during the first meeting of the year. - . 

Si-nce the first meeting tend to influence all future committee meetings, 
it is especially important that it be properly planned.. Name cards should 
be provided for each member containing name and title. Attendance to this 
and all committee meetings should be one hundred percent- Most of the 
times, absenteeism is caused by poorly planned meetings or when meetings are 
called for no purpose, ' ■ 

Preparing for the Meetings 

• ' The physical preparations for the meeting are vitally important. Notifying 

the members and double-checking on room, chrdk, • chairs , and needed equipment 

are only part of the preparation, The^' chairperson must be ready to. serve as 
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leader for the meeting and each member must have studied the problems to be 
considered by the committee. 

Ample Notice Essential . ■ ' 

Each advisory committee member should be sent a meeting notice early 
enough so he can arrange to attend (Appendix D) . The date, time, place, 
and purpos.e of the meeting should be clearly spelled out. Each member should 
be info^ed knd supplied with any data or special materials which should be _ 
received prior to the meeting. If possible, the members should be reminded' 
by phone the day before the meeting and told approximately how long the 
meeting will last. 

The Meeting Room . 

The meeting room, should be well lighted, well ventilated, reasonable 
quite, and comfortably heated. It should be the best room available which 
has been double checked to make sure that it is reserved for the particular 
meeting, 4nd that it is clean, in order, and With a sufficient number of 
tables. Paper and pencils should be available for each member and guest 
present. Although the length of the meeting is recommended- to range from, 
sixty to ninety minutes, coffee, tea, refreshments, or water should be 
available when the meeting is planned for over an hour. 

The Meeting^Agenda . 

The agenda (Appendix E) is generally prepared by the school 'person being 

advised in cooperation with the chairperson and 'then sent to each member in 

advance. An agenda should contain from three to five new items for discussion. 

Many of the problems that arise in a vocational-technical school need prompt 
'.solutions. Therefore, they should be solved by a telephone call or personal 
..visit from the person being advised to selected advisory committee members^ 



It is suggested that vocational-technical advisory committees mee^t four times 
a year and each time a major be discussed. For example, the craft advisory 
committee's major themes to be discussed in each of the four respective 
meetings should be: 1) the problems related to the students; 2) the; problems 
delated to the program of instruction; 3) the problems related to public 
relations; and 4) the problems related to the instructor. It is recommended 

that a three year plan (Appendix F) of activities for the advisory committee 

/ ■ ..*■■■■ 
be formulated, 

Minutes of Advisory Committee Meetings 

It is the responsibility of the secretary to write the minutes* of the - 
meetings'. It is important that at the end of each meeting, the secretary and 
the chairperson review the minutes and delete any -unimportant materials and/ 
or include materials that the chairperson believes to be important but that ^ 
the secretary had overlooked. Once the minutes have beea- edited and typed, 
they should be distributed to all committee members and to those schdol 
officials who have the authority to implement the committee's recommendations. 

It is important to maintain a file containing the minutes and other documents 

■» ■ t> 

from committee meetings for reference and historical records. 

The minutes should include: date, time of meeting, place, name of 
presiding officer, names of those present/absenn, discussion, dates oft- 
significant corres^yondence or other docioments discussed during , the meeting , 
important decisions and recommendations, name/ of the secretary, and names of 
those to whom cbpxes-wi-l'l/ be sent . --^^ ^ 

Advisory Committee Recommendations . 

It is important that a recommendation be reached for each item discussed 
in the advisory committee meeting. The chairperson should curtail discussion 



of ' those- items which, because of Uck of data or other, rea\ons, the committee 
will not reach a decision. A sub-committee or ad hoc commiWe should be 
formed to obtain enough data to cbme to a\ conclusion for eac^i tern which the 
chairperson had curtailed. The conclusions and recommendation^ from an ad • 
hoc committee should be announced at the next committee meeting\ ' The 
secretary, should assist all ad hdc' committees so they may accomplish their 
mission within the given time. \ . 

Every advisory committee recommendation should be.highly considered 
for implementation. ' In those cases where the implementation is not possible, 
a prompt explanation should be given to the committee members. It is a 
good practice that at every meeting the members visit the school and see 
the implementations 'Of their previous recommendations. The failure tb 
implement, committee recommendations tends to decrease the morale and the 
af f ectiveness of the committee. • ^ 

REWARDING ADVISORY COMMITTEE MEMBERS " ; 

Appreciation and recognition ror the time, effort, and expertise given 
by advisory committee members to the school and its programs^ should be 
expressed by the beneficiaries. Although gratitude can be expressed in 
many. ways, the following suggestions to^ reward advisory, committee members 

■ ' ' '■'•/■ 
should be considered* . 

Resolution of /Appreciation . > 

It is a neatly typed letter with the names of all conmiittee members 
and signed by the school person(s) benefiting from the 'committee' s guidance 
and advisement. It should be. framed or suitable for framing (App.endix G) . 

■> ■ . ^ - 

Certificate of Appreciation . 

. " , 

At the end of the school year, many "schools award a framed certificate 

of appreciation to ' each advisory committee member who lias . completed her/his 
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service with the committee. (Appendix H) . 

Letter of Appreciation from the School Director, Superin tendent, or Board 
Chairperson ' 

The letter of appreciation from a school official is given to a particular 
advisory committee member for special efforts on the part of that committee 
or committee member. (Appendix I). 

Letter to the Advisory Committee Member's Superior. 

ThiT^is^^one- of the most effective means of recognizing an advisory 
committee member ^and the cooperation received from his superior and ccfmpany. 
The effectiveness of this letter is enhanced by the high ranking signature. 
A copy of this letter should be sent to the advisiory committee member(s) 
being recognized. . 

Meetings Attended by the School Director, Superintendent o r Board Chairperson 

An effective way in which the highest ranking school official can give 
xecognition to the services of an advisory committee is by attending the 
advisory committee meetings occasionally and by personally acknowledging his 
I gratitude to the advisory committee members for their efforts. 



Annual Advisory Committee Handbook ^ 

Every vocational-technical school should develop a handbook and update 
it annually. Thepe handbooks serve the- purpc^se of recognizing members for 
their valuable assistance to the school. . 

Catalogs , ^ 

Some vocational-technical schools print catalogs. In such cases, it is 
' wise to give recognition- , to the advisory committee members by printing their 
names in the catalog. 
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Invitations to School Functions 

" Wlienever possible, all advisory committee members should be invited to 
attend school functions. 

Parking Privileges 

Letters anaounein-g-committee meetings should contain parking instructions 
and a permit to park in a particular area.. A windshield sticker ^could also 
be used which would be valid for one year,^ and would permit the advisory 
committee member to park anywhere on campus at any time. 

News Release / 

Local news releases appraising advisory committee members and their 

companies for their cooperation and accomplishments is another way of showing 

/ 

recognition , to advisory cominittees. 

There are many (Tther possible ways of recognizing advisory committee 
members for their. valuable performance. In reality, recognition of advisory 
committee members is only limited by one's imagination. 



\ 
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■GLOSSARY OF TERMS 



AD HOC ADVISORY COMMITTEE 

It is a camiittee that is formed to solve a specific problem. Once 
the problem is solved, the carmittee is abolished,. 

CRAFT ADVISORY CQMMl'lTKE 

Ihis carmittee advises the person or persons in charge of that 
• specific trade or department on matters regarding' the program. 

ajRRICULUM- ADVISORY COt^TTEE 

It is a craft advisory carmittee that concentrates its advice on 
, netters dealing withgcurriculum. 

DEPARTMENTAL ADVISORY COMVLi'lTEk; T , 

It is synonymous with craft advisory commi-ttee. 

GENERAL ADVISORY COMMllTKE 

This carmittee advises the top administrators in the direction, 
requirements, types of programs heeded in the commanity/ and the 
priorities that each of these programs shovild have* 

OCCUPATIONAL ADVISORY CCMdlTTEE ' 

It is synonymous with a craft advisory carmittee. 

STANDING COMMIHEE . 

It is a carmittee that is formed and maintained i^ef initely and 
solves problems as they arise. 

STEERING CCMdlTi'KE • 

It is a carmittee that provides the consultation, advice and 
i^upport for a program b^ing initiated. 

TRADE ADVISORY COMMITTEE 

It is synonymous with a craft advisory carmittee. 



Many times, advisory ccnmittees are referred to as adx^isory counsels. 
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APPENDIX A 



SAMPLE CF LEOTER OF INVITATION TO SERVE CN^ AN ADVISORY OOlyMriTEE 
Noverober 26, 1974 ' 



Mr. Julian A. Carpintero 

Production Manager ^ " 

Victoria^ Tcx:>ls and Dies 
5042 Liberty Avenue 
Ntemphis, TN 93418 

Dear Mr. Carpintero: 

r 

This letter is to fortnalize our oonversation regarding the fontlation 
of a Tbol and Die Design Advisory Oonmittee at Whitestone Area 
Vocational-T^hnical School. As I nenticned, we are planning to 
initiate a vocational-technical program' the field of Tool and Die 
Design. In doing so, it will be necessary for us to have assistance 
from your industry in fonnalating the plans for this program. 

Since you have extensive experience iij. this field, we vjould like to 
invite you to serve on the Tool and Die Design Advisory QOTtiitte^ 
presently being formed.. 

Vie are planning to have four formal meetings during the yeat. The 
first meeting will be held oh January 10, 1975 at 4:00 PM in the 
Whitestone Area Vocational-Technical School f acuity > lounge. Ihe 
rmaining iteetings will be ..scheduled at the appropriate time. 

An Mvisory Carmittee Handbook will be mailed to you under separate 
cover. If you have any particular questions regarding the Handbook 
or any other matter, please do not hesitate tb call me. 

Sincerely , 



Richard L. Viking 
Superintendent . 



RLV:sw 
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APPENDIX B 



SAMPLE OF LETTTJER OP OFBTCIAL MT>OIOTMENT 



tecennber 10, 1974 



Mr. Julian A. Carpintero - 
Production Manager • * ' 

Victoria "Doolii'^and Dies 
5042 Liberty Avenue 
IVtenphis, TN 93418 

Dear Mr. Carpintero: 

Ite Board of Trustees of .the Whitestone Parea Vocational-Techniqal School 
takes great pleasure in appointing you 'as a meniber of the Tool and Die 
Design Advisory Comiittee at the Whitestone Area Vocational-Technical 
School. Your appointment to serve, a three-year term required the 
approval of the Board. May; I say that at last night's meeting, your 
nonination received unanimous ^proval. 

Your background and expertise in the field of Tool and Die Design 
qualified you as one of the most valuable members of the advisory team. 
We welcore the opportimity of receiving your, advise v*iich will not only 
assist us in better serving irdustry, but will also enhance our service 
to the ccnrnunity. . - • 

We look forward to a successful three-year term. It is a pleasure to 
welcome you as a member of our working team. 

S.i ncerely yov>rs , - " . ' 



Bradley J. Rhodes, Chairman 
Board of Trustees 



BJR:ab 
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APPENDIX C 

SAMPLE CF THE ADVISOBY CCMttTIEE HANDBOOK* 



{ 




-*Portions of this Handfcook were deleted. 
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APPENDIX D 
SAMPLE OF MEETING -NCfTICE 



March 7, 1975 



Mr, Julian A. Carpintero 

Production Manager ' 
Victoria Tbols and Dies 
5042 Liberty Avenue _ 
Mesiphis, TN 93418 

Dear Mr. Carpintero: 

The Tool and Die Design Advisory Camdttee will hold a meeting at the 
Whitestone Area Vocational-Technical School faculty lounge at 4:00 PM 
on April 8, 1975. 

The agenda for this meeting will include: revising curriculum content, 
selecting books, and the possibilities of establishing a library for 
the program. A copy, of the curriculum and the book entitled, Designing 
Tool and Dies by John E. Johnson, are being sent under separate cover 
for your review. 

I look forward to seeing you at this meeting. 
Sincerely yours, . 



Darrel S. Howard, Secretary 

Tool and Die Design Advisory Committee 



DSH:sw 
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APPENDIX E ■ 

SMPIiE OF AGENDA 

/ Whitestone Area Vcxzational-Technical Schc»l 
. V Whitestone, TO 

AGENDA 

Ibol and Die ifesign Mvisory Goirmittee Meeting 
Thursday, -January -10, 1975 
FacxiLty lounge 
4:00 PM Wfeeting called to order • . . Chairperson 

1. -Introduction of all members . . , Chairperson 

2. Welcone and brief review of the total schools vocational-technical 
prograins . . • Richard L. Viking 

3. The relationship of this corrmittee to the program. . . R- L. ViJcing 

4. Organization of the ccrnmittee (first meeting of the year) ^ Chairpferson ' 

a. Selection of chairperson and secretary 

b. Selection of dates and tiire for meetings 

c. Moption of rules listed in the advisory ccrnmittee . 
handbook to govern the conduct of the meetings • : 

5. Reading of minutes of last meeting . , . secretary 
- 6. Reading of coiiinunications • • • secretary 

7. Reports of subconmittees 

8. Specific topicis for discussion 

a. Developing standards for the selection of students 

b. Arranging a cooperative wrk-study program 
c- Ainranging scholarships for students 

9. Adjournment 

10, Tour of the schDol or instructional program under discussion 

11. Ibur of the school or instructional pixDgram in v?hich the advisory 
connittee ' s recommendations were iirplanented, 
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APPENDIX F 



SAMPLE OF CRAFT ADVISORY COMMITTEE PLAN CF WORK 



STUDEISrr RECE&niyENT, SELECTION, 
AND -.PLACEMENT 


1976-77 


1977-78 


1978-79 


1. 


Number of Speeches at: 
a. Feeder schools 




s 






b. Youth clubs 










c . Civic clubs 










d. Other organizations 








2. 


Develcping tests used for 
student selection 




\' 
I 




3. 


Reviewing tests used for 
student selection 








4. 


Number of Students Placed on: 
a. Part-time jobs 










b. Cooperative arrangements 










; c. ' Siamnfir jobs 
Number of graduates placed on jobs 








5. 








6. 


Number gf scholarships raised 
for stments 








7. 


Number of student follow-ups 








PROGRAM OF/ INSTRUCTION 








1. 


1 y 

Curriculum revisions 








2. 


Reviewing laws affecting the program 








3. 


Pieces of equipnnent obtained 








4. 


Supplies obtained 








. 5. 


Visual-aids or charts obtained 








6. 


Evaluation of book (s) used 'for 
the program 








7. 


Shop safety checks 








8. 


Evaluation of shop lay-out 




— 




9. 


Establishing a library of : 
a. books 










b. magazines 










c. movies 








10. 


d. visual-aids 








Library additions: 
a. books 










b... magazines 










c. movies 










d. visual-aids 








11. 


Selection of instructional projects: 








12. 


Field trips arranged : 
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APPENDIX F (CaW'D) 



C. PUBLIC REIATI^S 

1. Presenting the Program .to: 

a. Unions 

b. Labor' 

c . Drployers 

d. Magazines 

e. local n^s media 

2. , Atter^aing and speaking in favor 

of vocational ' education at: 
. a. State board meetings 

b. Local board meetings 

c. Other. 

3. Mounting support cairpaigns: 
.a; Annong labor 

b. Annonq management 

4. Guests brcxight to: 

a. (Jareer day 

b. Open house 

c. Other school activities 

5. Providing means to adv^tise 
the program 

6. Presenting the program on: 

a. Television 

b. Eadio 

. 7. ProTOting the program in corpanies 



D . TEACHEiR ASSISTANCE 



1. 
2. 
3. 
4. 
5- 
6. 
7. 
8, 



Lecturing in classes 
Interpreting laws 
Arranging -part-tinrte vork for it\st 
Arranging siobstitute teachers 
Organizing youth contests 
Serving as youth contest judges 
Helping in the budget 
Helping establish teacher 
qualifications. 



1976-77 \ 


1977-78 


1978-79' 


















































































- 


































































4.9 



ERIC 
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APPENDIX G 
SAMPLE CF. RESOLUTION CF APfeRECIATTCN 



RESOIOTION 

Mopted lyfey 30, 1975 

WHEREAS, 15ie Tool and Die Design Department of Whites^ne Area Vocational- 
Itechnical School Jiave enjoyed a very proftiable year i\ working tavard 
their goals for the future; and 

WHEREAS, Ihe Mvisory Canmittee . has been instrumental irK bringing 
acubt our success; therefore, be it 

RESOLVED, Ihat the members of the Tool and Die Design PrograA express 
their appreciation to .Mr. Julian A. Carpintero, Ms. AntoindttA D'Jtaando, 
Mr. John Edwards, Mr. Robert Hill, Mr. Frank Jackson, Mrs. Ruth Mills, 
Mr. Richard Oswald, Mr. James Perez, Mr. Eugene Smith, and Mr. -Anthony 
Williams; and be it 

RESOLVED FURTHER, That this resolution be. read on the evening of 
May 3d, 1975, at the annual banquet honoring the advisory connittee 
menbers and ^eiiployerSf and a copy of this resolution be presented to 
each member of the committee. 

Chairperson, Ibol and Die Dasign Department 
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APPENDIX H 
SAMPLE OF CERTIFICATE OF APPRECIATION 



lllocafuiual 3n^ustrial (Uluhs uf >Anir:u-a 




APPRECIATION 

DR . GENE BAS'UAnO 



/or s/)('(7(f/ A'croar /// t/w (/('/>c/o/)/nc/// (/ 
///{///A'//va///o/////, (f//(/ /(> c,r/)n''S>s t/fc .si/u ar 

SOUTHWEST TENNESSEE 



(//)/)/'( ■( 7( ///(>// O/ ///(' 



IN WITNESS WHt Hfnr r»lli> ♦ f RTiriCATE IS SIGNED THIS 
L it:t\ IMY or / ^ ^j^ujLi. 19 / J 



MATE VK* t-lHf 't<:H 
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APPENDIX I 
SAMPLE lETTER OF APPRECIATION 



May 10, 1975 



Mr. Julian A. Carpintero 
Production Manager 
Victoria Ibols and Dies 
5042 Liberty Avenue 
Memphis/ TN 93418 

Dear Mr.' Carpintero: ' ; 

Thank you for your cooperation with the Tool and Die Design Program. 
Your role has been instrumental in the success of tte program, lhanks 
to your efforts, all the graduating students have been placed in jobs, 
related to their field of study. The scholarship award program and 
the cooperative wrk-study program that you helped to implement are 
na// being used as a model by other craft advisory connittees in this 
school. " . ' 

I am convinced that a continuation of a superior program in Tool and 
Die Design at its present level is possible only with the support of 
a knowledgeable and enthusiastic advisory ccmnittee. 

May I extend to you the good wishes o£ this institution for your 
continued success and dedication. 

Very sincerely yours, 



Bradley J. Rhodes, Chairman 
Board of Trustees 



BJR:ab 



